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Subj : STANDARD PROCEDURES FOR | NI TI ATI NG AND PROCESSI NG WORK
ORDERS

Ref: (a) COMOMAGI NST 8550. 4E

Encl: (1) General Guidelines for Work Orders
(2) Quarterly Workl oad Summary Document Preparation
(3) Wrk Order Form Preparation
(4) Work Order File Checkli st
(5) Man-hour Work Log

1. Purpose. To institute a standard work managenment system
utilizing work orders. Enclosure (1) provides guidance
concerning the use of the work orders system

2. Cancellation. COMOMAGH NST 4850. 1A.

3. Discussion. The establishnent of uniform procedures for
assi gning and nonitoring schedul ed and unschedul ed wor kl oad
requi renents are essential to the successful coordination and
managenent of all MOMAG activities. Uilization of the work

order system described herein will facilitate a coordi nated
production effort, based on workload scheduling, that conplies
with reference (a). Strict conpliance to procedures are both

necessary and mandatory in inplenmenting this system
Recommend fornms contained in enclosures (2) and (3) be
converted to a conputer database for ease of storage,
retrieval and processing. Ensure all data fields are
i ncl uded.

4. Action. MOVAG sites will establish a quarterly work order
system for use with the quarterly workload schedules utilizing
the guidelines in enclosures (1) through (4). Wrk orders
shall be retained for three years. Information derived from
the work order process can be analyzed fromyear to year for

t he purposes of continued process inprovenent utilizing

encl osure (5).

M J. GREEN

Di stribution: (COMOMAG NST 5216. 1R)
List |

Encl osure
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General Guidelines for Work Orders

1. Work order nunbers will be assigned to all tasks. These
tasks include both perpetual workload requirenents and
unschedul ed additions to the normal workl oad.

2. The follow ng function codes will be utilized to identify
general categories of tasks:

a. A - Long cycle maintenance.
b. B - Short cycle maintenance.
c. C - Receipt inspections.

D

- ET rel ated tasking.

[
m
1

Upgr ade training.
f. F - Mne Engineering Field Changes.

g. G- Test Equi pnent Mai ntenance and Cali bration.
H

h. - Weapon reconfiguration.
i. I - Oher.
3. Work order nunbers will be structured as foll ows:

a. The first digit indicates the cal endar year quarter.

b. The second and third digits indicate the cal endar year
in which the work order number was assi ghed.

c. The fourth digit (A through I) indicates the task
function code.

d. The fifth and sixth digits (01-99) indicate the task
nunmber .

e. Exanple: Wrk Order 197A01

Encl osure (1)
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Quarterly Workl oad Sunmmary Docunent Preparation

1. A command workl oad conference will be held prior to the
commencenent of the next quarter’s workload to identify
tasking requirenments. The tasks identified will be listed on

the Quarterly Workload Summary Docunent provided in this
encl osure.

2. For ease of reference, recurring tasks conmon to all
quarters, (e.g., test set nmaintenance), will be consistently
assigned the sanme function and task nunmbers from quarter to
quarter.

3. The workl oad conference should be chaired by the

AO C/ XO' M ne Production O ficer (MPO and should include
supervi sory personnel in the command as appropriate. The
Command Per petual Workl oad Schedul e, Type Commander tasking

and ot her known requirements will be utilized prior to
di ssem nation into the individual work order format. The
resulting Quarterly Workl oad Summary Document will be approved

by the CO A C.

4. The Operation Departnment Head or MPO shoul d be assigned
responsibility for maintaining all work order systemrel ated
documents, files and initiating additional work orders.

5. The Quarterly Workload Summary Docunment will be prepared
as foll ows:

a. Work Order Nunber: Utilize enclosure (1), paragraph 3.

b. Nonenclature: Ildentify itemto be worked, exercise to
be conducted, etc.

c. Lot: Self-explanatory.

d. Quantity: Self-explanatory.

e. Scheduled Start Date: Estimted task start date. This
must be coordinated with all departnents to ensure | evel
wor kl oads t hroughout the quarter.

f. Schedul ed Conpletion Date: Estimted date for task to
be conpleted. Include time for paperwork, shop clean-up,
mat eri al restow, etc.

g. Primary Work Center: Work Center with primary
responsi bility for acconplishnment of the task.

Encl osure (2)
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h. Actual Conpletion Date: Annotated and initialed by
ei ther the Operations Departnment Head or MPO.

i. Remarks: Information of interest, i.e

., results of ECI
screeni ng, random sanpling results, etc.
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QUARTERLY WORKLOAD SUMVARY
( EXAMPLE) 1ST __QTR_97 YR
SCHEDULED SCHEDULED PRI MARY ACTUAL
WORK ORDER START COVPL. VORK COVPL.
NUVMBER NOVENCLATURE LOT QTY DATE DATE CENTER DATE REMARKS
197A01 MK 56 | NST 8 100 [12-05-97 [12-12-97 |C/T 12- 09- 97
RACK
197E01 MK 130 QS KIT |2 | 240 |12-26-97 |01-09-98 |MA | 01-09-98 | CHECK FOR ECI
LCM 0151
197EQ2 MK2 EXP HD 1 |21 |01-16-98 |01-19-98 |MA | 01-18-98 | 10% RANDOM
LCM SAMPLE FOR LOT
OF 209 EACH

COMOMAG FORM 4850/ 1
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Work Order Form Preparation

1. Work Order Nunber: From Quarterly Workl oad Summary
Docunent .

2. Primary Work Center: Wrk center assigned primry
responsibility for the task.

3. Sched/ Start and Conpl eti on Dat es/ Sched Wor ki ng Days:
Schedul ed and actual start and conpletion dates are
critical to the work order system as a nmeans of tracking
wor k progress and planning additional tasking.

4. References: List pertinent publications,
instructions and docunents.

5. Job Description: Detailed description of the task to
be perfornmed including quantities, |ot nunbers, etc. For
reconfigured items, include old NALC and new NALC.

6. Locati on:

a. Current - Record information fromthe Supply
NAVSUP 1296/ 1297 cards or SCAAIRS, as to where the
material is presently | ocated.

b. New - Record new storage locations if material is
to be restowed in areas different fromwhich it was
renoved. Ensure new stowage | ocation is recorded on
NAVSUP cards or SCAAI RS dat abase.

7. Stenciling Information: Include | ot nunbers,
mai nt enance due dates and other stenciling requirenents.

8. ML STD Tag Information: Date next maintenance is
due and new | ot nunbers.

9. Reports: As required, i.e., results of one tine
screening actions directed by higher authority or results
of post anal ysis conduct ed.

10. Remarks: As required, i.e., transportation novenent
nunmbers, points of contact or other anplifying
information pertinent to the task.

11. Supply Issue/Turn-In: Enclosure (3), page 3 nmay be
used in lieu of NAVSUP Form 1250 for entire work order,
upgrade training material breakout MRClI priority

Encl osure (3)
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breakout, etc. For conponent rejects NAVSUP Form 1250
shoul d be utilized.

N



COMOVAGI NST 4850. 1B
28 JAN 1997

Wrk Order Form For nmat

WORK ORDER
NUMBERS

PRI MARY WORK
CENTER

Sched Start Date Start Date
Sched Conpl etion Date Conpl eti on Date
Dat e

Ref erences:
(a)
(d)
(b)
(e)
(c)
(f)

Job Descri ption:

Locati on:
Current
New

Stenciling
| nf or mati on:

ML STD Tag
| nf ormati on:

Reports:

Remar ks:

Aut hent i cat ed By: Si gnat ur e/ Dat e

Operati ons Dept. Head




Producti on Dept. Head

Supply Dept. Head
Revi ewed ( XO' MPO)

Accepted (CO A O

COMOMAG FORM 4850/ 2
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SUPPLY | SSUE/ TURN- | N
WORK ORDER #

DATE:
| SSUE TURN- I N
NALC/ USN
( MATERI AL/ | SSUE) NOVENCLATURE QTY ATR CODE TURN-IN LOCATI ON
SUPPLY

VERI FI CATI ON
COMOMAG FORM 4850/ 3
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Wrk Order File Checkli st

1. The follow ng required docunentation for Work Order
No. I's provided:

[ NI TI AL/ NA
a. Original Wrk Order Form
b. Serial nunbers of Supplenent “B”
and “E” sheets (required | AW
SW550- AA- MM - 010 Mai nt enance
Tabl es('s)
c. Copies of rough “B” and “FE"
sheets listing accepted conponent
serial nunbers.
d. Supply issue/turn-in form
e. DD Form 1348-1 (DOD Si ngl e Line
I tem Rel ease/ Recei pt Docunent)
f. Post analysis sheet (if applicable).
g. DD Form 1348 (Transportation
Control and Movement Docunent).
h. DD Form 1387-2 (Special Handling
Data Certification).
i . BATS print out.
j . OPNAV Form 4790/ 58A (Meter Card)
k. 1/12th Inventory Results (Supply,
TSM and Pubs) .
OPS DH /
Si gnat ur e/ Dat e
XO MPO /

Si gnat ur e/ Dat e

Encl osure (4)
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MAN- HOUR WORK LOG
WORK ORDER#
NAME DATE |TIMEIN [TIME TOTAL INITIALS |REMARKS
ouT HOURS

COMOMAG FORM 4850/ 3
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